UNITED STATES MARINE CORPS
HEADQUARTERS AND SERVICE BATTALION
MARINE CORPS BASE
QUANTICO, VIRGINIA 22134-5043

BnO 1610. 2D
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BATTALI ON ORDER 1610. 2D

From Conmanding O ficer
To: Di stribution List

Subj: PERFORMANCE EVALUATI ON
Ref: (a) MO P1610. 7E

1. Purpose. To establish procedures for the processing of fitness
reports wthin this O ganization

2. Cancellation. BnO 1610.2C.

3. Background. Per the reference, the performnce eval uati on system
is primarily designed to support the selection, pronotion and
retention of the best qualified Marines. It is through this process
that accurate, tinely, and conplete records of a Marine's
performance, potential, and personal and professional qualities are
est abl i shed.

4. Information. Al fitness reports will be conpleted and submtted
in an accurate and tinmely manner. Reporting seniors will not be
authorized to detach fromthis Organization until those fitness
reports under their cognizance are conpleted. The Battalion
Commander and Battalion Executive Oficer will sight all fitness
reports on the Battalion "nucl eus" personnel prior to forwarding to
hi gher headquarters. This Order applies to the Battalion "nucl eus”
only.

5. Action

a. Reporting Senior

(1) Submt fitness reports to the Reviewwng Oficer as follows:

(a) Wthin 15 cal endar days follow ng the end of the
reporting period.

(b) Wthin 15 days prior to detachnent of RS.
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(c) Wthin 15 days foll ow ng detachnent of MRO

(2) Provide the S1 Oficer wwth an updated list, on a
quarterly basis, of those Marines for whomyou are the RS.

b. Reviewing Oficer (RO

(1) Ensure adherence to the Battalion policy on submtted
fitness reports.

(2) Submt conpleted fitness reports to the Battalion S-1
O ficer 15 days follow ng the end of the reporting period.

(3) Forward all adverse enlisted reports to the next officer in
the reporting chain. Forward all adverse officer reports for
sighting by the general or flag officer wthin the chain of comrmand.

c. The enclosure is a diagramof the personnel responsible for
witing and reviewing fitness reports within this O ganization.

d. Battalion S-1 Oficer and Battalion Sergeant Major. Review
fitness reports and route to the Battalion Conmander's secretary.

e. Battalion Commander's Secretary

(1) Maintain a fitness report log for all fitness reports
conpl eted on "nucl eus" personnel.

(2) Ensure all fitness reports are forwarded to the Battalion
S-1 Oficer and Battalion Sergeant Major for initial review

(3) Following initial review, ensure all reports are forwarded
to the Battali on Commander/ Battali on Executive Oficer for final
revi ew.

(4) After review by the Battalion Commander/ Executive Oficer,
forward fitness reports as required.

(5) Notify the Battalion Commander/Battalion Executive Oficer
concerning reports that are | ate/ have not been submtted.
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